Finance & Admin Officer
Community Foundations for Merseyside & Lancashire
Guideline for Your Application & Potential Interview

The successful candidate will demonstrate the majority of the required high standard of knowledge, proven experience and qualities that are outlined below.
To help you complete your application and prepare for any potential interview with us, please find below a break-down of the evidence we seek at each stage. When highlighted in bold, this denotes a priority piece of evidence that we are seeking.

Applications will be used to short-list candidates for interview and used to support interviewing scoring as required. If you are invited to interview, we will score any test you may be required to complete and the answers you provide against set questions which have been written against the role’s job description and person specification. 
Job Specific Competencies
The Finance and Administration Officer is also expected to demonstrate the following job specific competencies:

Essential Knowledge:







Evidence sought at:
· qualification incorporating book-keeping, 
financial management and/or accountancy elements

application & interview
· ICT applications, particularly those associated with 


data management and finance.
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Desirable Knowledge:







Evidence sought at:
· grant management and administration processes
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· principles of fund development
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Essential Experience:







Evidence sought at:
· financial management and/or accountancy
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· use of databases and spreadsheets
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· general office administration
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· analysing data and reporting on findings
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· Customer and/or donor care
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Desirable Experience:







Evidence sought at:
· working in or with the third sector
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· use of accounting software
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Essential Qualities:







Evidence sought at:
· ability to work on own initiative
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· ability to deliver under pressure
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· able to follow procedure
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· accuracy and consistency
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